State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Information Systems Analyst (Specialist) 0550-1312-028 50001385 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DTS/Statewide Integrated Water Client Support
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Olaf VanArdenne Data Processing Manager I
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 03/29/2011
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

The Staff Information Systems Analyst (Specialist), under the general administrative direction of the
Data Processing Manager I, provides expert level information technology support for the Division
of Statewide Integrated Water Management (SIWM) and the Division of Integrated Regional Water
Management (IRWM) Headquarters staff. The incumbent assists with the planning, designing, and
implementation of technology components to support the divisions' programs and to ensure
effective deployment of information technology. In addition, the position serves as technical lead
for SIWM and IRWM client technology projects; and is responsible for providing critical IT client
services in support of Departmental programs, strategic goals, and business objectives. Employee
must follow DWR IT Governance Standards regarding hardware, software, and development as set
by the Department's Chief Information Officer.

ESSENTIAL FUNCTIONS

Must have extensive knowledge of and experience in client and mobile computing technologies.
Expertise and knowledge with the operation and maintenance of client based technologies and
computer software applications. Ability to solve complex technical problems and provide
technology business solutions in a complex distributed computing environment. Knowledge and
experience in Windows operating systems and Microsoft Office products. Ability to balance
concurrent assignments and complete assigned tasks on time. Must maintain consistent,
predictable and regular attendance. Must be able to communicate effectively with business and
technical staff, the general public, and policy-level administrators.

Specific Duties:

60%
Provides expert level information technology services and support for the Division of Statewide
Integrated Water Management (SIWM) and the Integrated Regional Water Management (IRWM)
Headquarters staff including the planning, designing, and implementation of technical solutions
consistent with program areas needs using DWR and industry technology best practices and
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Olaf VanArdenne >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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60% (cont.)

20%

15%

5%

standards. Expert level technology functions provided include: hardware and software services
and support; mobile computing services and support; technical problem resolution; system
analysis and deployment; customer technical education and training; network connectivity; user
account management; and development and deployment of technology business solutions.
Provides daily support and resolution of help tickets and technical issues including research,
troubleshooting, and resolution of technical issues. Responsible for the configuration and
deployment of computer workstations, laptops, mobile devices, printers, and software packages.
Assist with support of local area network connective, and configure and support printing services
and file sharing.

Coordinate and monitor SIWM and IRWM information processing systems. Manages, monitors, and
maintains file storage usage and assignments for division; ensure data management control to
prevent the duplication of data and uncontrolled data growth. Review and evaluate new system
applications and modifications to existing divisional systems. Serve as divisions' interface to
Division of Technology Services IT Infrastructure Services areas of network and
telecommunication, backup and recovery, enterprise data storage, data center and servers
operations.

Provide customer technical education and training, and business-user training on software
products and on the use of computer devices. Educate business-users on computer policies and
ensure enforcement of policies. Report any IT Security violations to management and Department
Information Security Officer. Oversee the development and maintenance of the divisional systems
user manuals and reports. Maintain IT asset inventory for division. Employee may be required to
travel to remote office or field locations in order to coordinate and/or install hardware and software,
which may require driving a personal or State vehicle.

Serves as technical lead on SIWM and IRWM technology related projects. Consults with and
advises SIWM and IRWM staff regarding the planning, development and implementation of IT
solutions to support business goals and improve program operations. Assists assigned divisions
with development of IT Annual Plan, IT related budget items, and IT related purchasing requests.
Effectively represents the program area's technology needs in meetings. Participates in technology
planning efforts. Provides recommendations to division management regarding client service
issues and areas of improvement. Prepares thorough and accurate reports and presentation
material. Performs complex studies and activities on information technology systems and
platforms. Presents recommendations for approval and implementation to program area and
technology management.
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Special Requirements:

Must be able to work overtime, when necessary, and travel to various locations throughout the
State of California when requested.

The incumbent must possess a valid California driver's license to operate a vehicle on public
roadways or travel to remote or field locations.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor
declared emergencies, flood, dam SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalEMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recover, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’s Administrative Orders.
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	activity: POSITION SUMMARY

The Staff Information Systems Analyst (Specialist), under the general administrative direction of the Data Processing Manager II, provides expert level information technology support for the Division of Statewide Integrated Water Management (SIWM) and the Division of Integrated Regional Water Management (IRWM) Headquarters staff.  The incumbent assists with the planning, designing, and  implementation of technology components to support the divisions' programs and to ensure effective deployment of information technology.  In addition, the position serves as technical lead for SIWM and IRWM client technology projects; and is responsible for providing critical IT client services in support of Departmental programs, strategic goals, and business objectives.  Employee must follow DWR IT Governance Standards regarding hardware, software, and development as set by the Department's Chief Information Officer.

ESSENTIAL FUNCTIONS
Must have extensive knowledge of and experience in client and mobile computing technologies. Expertise and knowledge with the operation and maintenance of client based technologies and  computer software applications. Ability to solve complex technical problems and provide technology business  solutions in a complex distributed computing environment. Knowledge and experience in Windows operating systems and Microsoft Office products. Ability to balance concurrent assignments and complete assigned tasks on time. Must maintain consistent, predictable and regular attendance.  Must be able to communicate effectively with business and technical staff, the general public, and policy-level administrators. 

Specific Duties: 

Provides expert level information technology services and support for the Division of Statewide Integrated Water Management (SIWM) and the Integrated Regional Water Management (IRWM) Headquarters staff including the planning, designing, and implementation of  technical solutions consistent with program areas needs using DWR and industry technology best practices and 
	classification: Staff Information Systems Analyst (Specialist)
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	dwr position number: 0550-1312-028
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	sap position number: 50001385
	division: DTS/Statewide Integrated Water Client Support
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	activity2: 
standards.  Expert level technology functions provided include: hardware and software services
and support; mobile computing services and support; technical problem resolution; system analysis and deployment; customer technical education and training; network connectivity; user account management; and development and deployment of technology business solutions.    Provides daily support and resolution of help tickets and technical issues including research, troubleshooting, and resolution of technical issues. Responsible for the configuration and deployment of  computer workstations, laptops, mobile devices, printers, and software packages. Assist with support of local area network connective, and configure and support printing services and file sharing.  


Coordinate and monitor SIWM and IRWM information processing systems.  Manages, monitors, and maintains file storage usage and assignments for division; ensure data management control to prevent the duplication of data and uncontrolled data growth. Review and evaluate new system applications and modifications to existing divisional systems.  Serve as divisions' interface to Division of Technology Services IT Infrastructure Services areas of network and telecommunication, backup and recovery, enterprise data storage, data center and servers operations.   


Provide customer technical education and training, and business-user training on software products and on the use of computer devices. Educate business-users on computer policies and ensure enforcement of policies. Report any IT Security violations to management and Department Information Security Officer. Oversee  the development and maintenance of the divisional systems user manuals and reports. Maintain IT asset inventory for division.  Employee may be required to travel to remote office or field locations in order to coordinate and/or install hardware and software, which may require driving a personal or State vehicle. 


Serves as technical lead on SIWM and IRWM technology related projects. Consults with and advises SIWM and IRWM staff regarding the planning, development and implementation of IT solutions to support business goals and improve program  operations. Assists assigned divisions with development of IT Annual Plan, IT related budget items, and IT related purchasing requests. Effectively represents the program area's technology needs in meetings. Participates in technology planning efforts. Provides recommendations to division management regarding client service issues and areas of improvement. Prepares thorough and accurate reports and presentation material. Performs complex studies and activities on information technology systems and platforms. Presents recommendations for approval and implementation to program area and technology management.
	percent 3: 

	activity3: 
 Special Requirements:

Must be able to work overtime, when necessary, and  travel to various locations throughout the State of California when requested. 

The incumbent must possess a valid California driver's license to operate a vehicle on public roadways or travel to remote or field locations.

OTHER RESPONSIBILITIES


This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.
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